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NUMBER I TITDISTRI CT PAYROLL SERVICES 

ITEM 
NO. 

RECORDS SERIES TITLE AND DESCRIPTION CLASS 

5. PAYROLL WORK REPORT - MONTHLY (Cont.) 

work record on which payment is mad• . 

6. 

1. 

8. 

TEACRER SUBSTITUTE REPORT. Used in 
lieu of payroll work report or sign 
in sheets or reports for substitute 
teachers only. Lists time period, 
school, date, signatures, name of 
absent teacher, full day or part 
day. 

OPR 

COMMUNITY SERVICE WORK REPORT.Used OPR 
when custodian, cook, or other 
school employee works for an out- OPR 
side organization even if performed 
dUPing regular work hours. Lists 
employee name, type of work per-
forme.d, date and hours of time 
worked, rate, principal 's signature 

SUBSTITUTE TIME SHEET OR CARD. QPR 
Teacher-Casual. Used in lieu of 
time cards. For substitute teacher 
or casual classified hourly labor. 

r ( 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW A0.14.070 & WAC 414-24.050 

DISTRIBUTION 

District Payroll 

District Payroll 
Office 
District Accounts 
Receivable Office 

District Payroll 

MINIMUM APPROVED 
RETENTION 

7 years 

7 years 

7 years 

7 years 

PAGES IPAGE 3 oFlQ 
DATE 

MARCH, 1976 

DIS POSITION/REMARKS 

May be sent to County Auditor for 2nd 
Class Districts. 

· Filed with payroll work-reports. 

May be kept longer to verify pay for 
retirement purposes if no other record 
exists. 

9. PAYROLL WARRANT REGISTER QPR District Payroll 
Office 

7 years Permanent if detail of pay is not per­
manently recorded on Pay History Record.l 
See Item #2. ! QPR County Treasurer 7 years j 

SUPERSEDED
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SCHEDULE NUMBER 

WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24-050 

OATE 

SD-9 I TOTLE DISTRICT BUDGET SERVICES MARCH 1976 I PA.GE 1 OF 4 PAGES 

ITEM RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION 
MINIMUM APPROVED 

OISPOS ITION/R EMA R KS NO. RETENTION 

1. FINAL BUDGET (Adopted) OPR 1. District Budget 7 Years Other copies distributed for inf or-
Office mational purposes should be discarded 

as quickly as informational purpose is 

2. SPI Permanent 
served. 

3. District Supt. 2 Years (optior 9.l) 
4. Other Dist. Off. Optional -
5- ESD 5 Years 
6. District Board Permanent 

2. PRELIMINARY BUDGET (Adopted) OFM 1. District Budget Until adoptior Same as above 
Office 

- 2. District Supt. Optional 
3. Other District Optional 
Offices 

4. SPI Permanent 
5, ESD 5 Years 
6. District Board Permanent 

3, BUDGET WORK PAPERS OFM 1. District Budget 2 Years 
Budget input forms, used by Budget Office 
Officer to gather data from Dist- 2. Program Direc- 2 Years 
rict departments and schools to tors. 
"build" budget . May include all 
or part of the following forms: 

3a . BUDGET PREPARATION FORMS: PRELIM-
INARY AND FINAL BUDGETS. OFM 2 Years 
1. PROGRAM BUDGET SUM!liARY-
Shows estimated revenues by account 
number and_!'stimated expenditures 

•01 ~ ATT.0,RN;\{tER~~' ~NER OF MUNICIPAL CORPORATIONS >TATE •7;T 
J _,,~_1.-/?~...,_.~,,r 7- "]//,. ..., .......... ~ 
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SUPERSEDED
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SCHEDULE NUMBER I TITLE 

SD - 9 DISTRICT BUDGET SERVICES 

ITEM 
NO. 

RECORDS SERIES TITLE AND DESCRtPTJON 

2. PROGRAM EXPENDUTURES ESTIMATES 
SALARY 
Shows salary items by function, 
account number, FTE base amount, 
benefits by position. 

3. PROGRAM EXPENDITURE ESTIMATES 
NON- SALARY ITEMS 
Breakdown of spending plan. Shows 
object or sub-qbjects, account 
number, amount requested. 
4 . STATEMENT OF PURPOSE 
Form used to write narrative state­
ment of function/purpose of pro­

gram or department. Justification 
document accompanying cost figures 

3b. BUDGET INPUT FORMS/PRELIMINARY 
BUDGET ONLY 
1. PROGRAM BUDGET PROJECTION­
SALARY ITEMS 
Lists salary items by type or posi-
tion, certificated, professional, 

secretarial, etc., numbers of FTEs, 
amount for current or proposed 
budgets. 
2. PROGRAM BUDGET PROJECTION­
NON- SALARY 
Lists objects, contracted services, 
travel 

' 

'-- ) 

CLASS 

PFM 

WASHINGT-" ,STATE SCHOOL DISTRICT 

GENERAL RE. . .DS RETENTION SCHEDULE 
REFERENCE' RCW 40.14,070 & WAC 414.24-050 

DATE 

DISTRIBUTION 

District Budget 
Office 

' 

'-/) 

I - MINIMUM APPROVED 
RETENTION 

2 years 

MARCH 1976 lPAGE2 OF 4 PAC 

OISPOS ITION/ REMARKS 

. 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24.050 

SCHSD~Lg NUMBER I T<TLE DISTRICT BUDGET SERVICES 
DA.TE 

MARCH 1976 
ITEM MfN!MUM APPROVED 
NO. RECORDS SERIES TITLE A.ND DESCRIPTION CLASS CISTRIBUTION RETENTION 

Jc. BUDGET INPUT FORMS- FINAL BUDGET OFM 2 Years 
ONLY . 

1. REVENUE REVISION FORM 
Used to indicate changes only from 
preliminary budget. Shows revenue 
account number, description, change 
from- to. 
2. EXPENDITURE REVISION FORM 
Used to indicate changes only, from 
preliminary budget. Same as C-1, 
above, only for expenditures. 
3. SALARY EXHIBITS ( 8UM'1A.RY BY 
SCHOOL) 
For elementary, juniqr_high, senior 
high, recap shows FTEs, amount 
extra help costs and carry over for 
each school. 
4. SALARY EXHIBIT SUMMARY BY PRO-
GRAM 
Lists estimated revenues, summary 
of estimated expenditures, staff 
costs, FTEs, non-salary other 
object costs, totals. 
6. SPECIAL PROJECT BUDGETS- OVER 
STATE AND FEDERAL. 

4. INFORMATIONAL BUDGET LETTERS AND OFM 1. District Budge1 1 Year 
MEMOS DISTRIBUTED BY BUDGET OFFICE Office 

. 

FO~E ATTORNEY,TirR\~ CHIEF EXAMINER OF MUNICIPAL CORPORATIONS STATE AR#IS:, -' . .l I . ·"" ~ 

( 

I PA.GE 3 OF 4 PA. GES 

OISPOS I TION/REMA.RKS 

. 

. 

I 
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SUPERSEDED
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ITEM 
NO. 

4. 

). 

6. 

7. 

RECORDS SERIES TITLE AND DESCRIPTION CLASS 

INFORMATIONAL BUDGET LETTERS AND 
MEM:lS DISTRIBUTED BY BUDGET OFFICE 
(CONTINUED) 
a. Notification to school of bud-
get expenditure (allotment) plan. 
b. Notification of preliminary 
and final allocations. 
c. Other instructional or inf or-
mational data on budget or allot-
men ts. 

ANNUAL REPORT OF SCHOOL FUNDS FROM OPR 
COUNTY TREASURER OFM 

BUDGET OFFICER·S MONTHLY, FINANCIAL OFM 
AND STATISTICAL REPORTS TO THE OFM 
BOARD 

BUDGET STATUS REPORT. Shows OFM 
revenues, expenditures, adjustments 
and balances on a YTD basis. OFM 

WASHINGT' !TATE SCHOOL DISTRICT 

GENERAL REL .. JS RETENTION SCHEDULE 
REFERENCE: RCW 40.14.070 & WAC 414-24-050 

DISTRIBUTION 

2. Program Direc­
tors 

3. Schools 

lCounty Treasurer 
2District Budget 
Office 

lBoard Of Direct­
ors 
2. District Budget 
K}ffice 

1. District Budget 
Office 
2. School Princi­
pals 

MINIMUM APPROVED 
RETENTION 

1 Year 

1 Year 

7 Years 
Until after 
audit 
Permanent 
7 Years 

2 Years 

1 Year 

DATE 

MARCH 1976 IPAGE 4 OF 4 PAG 

DISPQS ITION/R EMA R KS 

(Part of Board Minutes) 

May be found in accounting rather thax 
the Budget Office 

CrilEF EXAMINER OF MUNICIPAL CORPORA TlQNS 

1J )ei-~~-e./rk~-<'~ 
' / . . 

\ ) ) 

SUPERSEDED



tTEM 
NO. 

( 

RECO~ns SERIES T1TLE ANO OESCRlPTION 

1. BUS PJfD FORl-1/>l. 
(in writing) 
Successful and unsuccessfUl 

.(_~ c:-~-J->~ ~__;~, #---_,_ - _,L; .:.."' .;_• r- 7 -
2. PRICE CREC'rffi & INFDfa\l.41, QUOTES 

By telephone, but recorded. 

CLASS 

( 

WASHINGTOH STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE-
_ REFERENCE, RC'll 40.14.070 & 'llAC 414-24-050 

01STR1BUTION M~NIMUM APPROVED 
RETENTION 

PATE 

MARCH 1976 

( 

IPA.GE OF 
1 l 

DISPOSITION/REMARKS 

/~) 
1. Purchasing '7 years : 

---------_____./ 
Unless litigation is pending 

Jc~~ Ya,_,_~__,.""'' 
, 

OFM 1. Purchasing 1 year 

PAGES 

3. PURCRJ..SING REQUISITION OFM 1. Purchasing _1_years 
1 year Request from se~lool or department OTI1 2. Req_uesting Off. 

for goods or services to be obtained 
by Purchasing Department. 

4. PURCEL~.SE ORDER 
Order issued !.O vend.or to supply 
specific goods or services at 
given price. 

5. WIT'tlDElAWAL OR ~CELLA.TIO.l OF 
PURCiiASE ORDE::i 

a 

OF~..f 1. 
OPR 2. 
OFM 3-

ll/A b" OFM 

I 
OFt-f I, 

·~-
lT/A 12. 

I 
i 
I 
l 
' 

Purchasing 
~i\.ccounting 

Reg,_uester 

Vendor 
Additional 

?urchasing 
Vendor 

' 

Off. 
3 years 
7 years 
1 ·year after 
audit. 
N/A 

copie sl year after 
audit. 

3 years 

If this copy is used as docUlllent on 
which payment is authorized, otherwise 
purchasing copy is OPR. 

SUPERSEDED
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SCttEDUL!:: NUMBER TlTf.-E 

WASHIHvTOI 7E SCHOOL DISTRICT 

GENERAL RECORCS RETENTION SCHEDULE 
REFERENCE' RCW <J.14.070 & WAC 414-24-050 

DATE 

SD-11 DI WARE~OUSE CENTRl\L ST ES MARCH 1976 

REC'OROS SERIES TlTLE A"iD DESCRIPTION 

1. PURCHASE ORDERS 
Copies us·ed as Receiving reports 

2. WAREHOUSE REQUISITIONS • 

3. PACKING SLIPS 
Bills of lading, shipping manifest 
copies 

4. DA."IAGE & LOSS CLAIM FOR!£ 

. \ 

5. FL.1ANCIAL REPORTS 

6. WAREHOUSE INVENTORY 

CL.It.SS 

OFM 1. 

OPR 2. 

OFM 1. 
OFM 2. 

OFM 3. 

OFM 1. 
OFM 2. 

OFM 1. 

OFM 2. 

OFM 1. 
OFM 2. 

OF14 1. 
OFM 
OFM 3. 

DISTRIBUTION 

Warehouse/Store 

Accounting Off. 

Warehouse/Store 
Accounting Off. 

·Requisitioning 
Office 

Warehouse /Store 
Accounting Off. 

Warehouse /Store 

Accounting Off. 

Warehouse/Store 
Accounting Off. 

Warehouse/Store 
Accounting Off. 
Purchasing 

( 
) 

MINIMUM APPROVED 
RETENTlON 

Until after 
audit 
7 years 

1 year 
Until after 
audit. 
30 days 

1 year 
Until after 
audit. 

Until after 
audit. 
Until restitu-
tion • 

1 year 
1 year after 
audit. 

Until Supersede 
til superseded 
til superseded 

·PAGE l OF 1 
PAGES 

. CISPQSITION/REMARKS 

) 

SUPERSEDED
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YIASHINGTOH STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414.24,050 

( 

SCHEDUso:13BER I T<TLE NON-RECORD MATERIALS D.A. TE I PAGE MARCH, 1976 l DF l PAGES 

CLASS I I ITEM RECORDS SERIES TITLE ANO DESCRIPTION 
NO. DISTRIBUTION RETE:.NilON DIS POSITION/REMARKS 

. 

THE FOLLOWING TYPES OF MATERIALS ARE DESIGNATED AS NON-RECORD AND 
MAY BE DISPOSED OF AS SOON AS THEY HAVE SERVED THEIR PURPOSE. 

1. Catalogs, trade journals, and other printed or published materials received from other offices, commercial firms, or 
private institutions which require no action and are not needed for documentary purposes. 

2. Electrostatic, photocopy or other copy device copy of correspondence, completed forms, bulletins, etc., prepared for 
reference and informational distribution. 

3. Letters of transmittal which do not add any information to the transmitted material. 

4. Miscellaneous notices or memoranda which do not relate to the functional responsibility of the agency, e.g., notices 
of community affairs, employee meetings, holidays, etc. 

5, Preliminary drafts of letters, memoranda, reports, worksheets and informal notes which do not represent significant 
basic steps in the preparation of record.documents. 

6. Reproduction material, such as stencils, hectograph masters and offset plates. 

7, Routing slips used to direct the distribution of documents. 
··'~ 

8. Shorthand notes, stenotype tapes, and mechanical recordings which have been transcribed into typewritten or printed 
form. . 

9. Stocks of agency publications, forms and printed documents, preserved for supply purposes, which are superseded, 
outdated, or otherwise valueless (a minimum supply of eaB~!~tf-1tJ-ica~ion must ~eon.file with the.State Library_ for 
distribution purposes, and one copy must be sent to the ·Archives for historical preservation). 

10. Telephone messages, "While You Were Away 11 slips, check slips or similar forms used to convey non-policy informational 
messages. , 

F )\THE ATTORNEY GEN)L C~~AMINER OF MUN<CIPAL CORPORAT•O"' 1STATE7i;1v1sT _ / _ I ./ I , ' 
ct.,..,_~_./ t\:t-\:lc"C"-'----.. ~~<!,.d.__/s;:{2..&-'. 1-t~( I Lf:JL(f~4~r/d"-

GA !<\ 0 SOA 
I 

SUPERSEDED



1. EMPLOYEE PERSONNEL FILE. File fold­
ers usually consisting of some of 
the forms cited in other parts of 
this Schedule, i.e., application, 
correspondence, credential file 
(destroyed when employed), letters 
of commendation, transcripts, his­
tory card, pay and leave history 
card, (may be transferred to Person­
nel from Payroll upon termination 
of employment) , work performance, 
evaluation forms. 

2. EMPLOYMENT EVALUATION INTERVIEW 
FORMS. Evaluation checklists and 
~uestionnaires used for personal 
interviews between applicants and 
staff. May show name of applicant, 
position considered for, location, 
narrative evaluation, date of 
interview. 

OFM 

WASHINGTON STATE SCHOOL OISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & VIAC 414-24-050 

District Personnel 7 Years after 
Office termination of 

employment 

DISPOSITION/REMARKS 

7 years after termination of employment 
except as otherwise specified for 
specific forms 

OFM District Personnel 2 Years 
Office 

3. EQUAL OPPORTUNITY EMPLOYMENT IN- OFM District Personnel Original - 2 
QUIRY FORMS. Used in lieu of asking 
racial/sexual, etc., information on 
applicat.ion form. 112 used to replace 
first in personal file in order to 
gather data for federal reports. 

Office Years or until 
applicant is 
hired, then su­
perseded with 
112, retained f01 
duration of em­
ployee file. 

~EXAMINER OF MUNICIPAL CORP6RATTONS 

< )a~1 ~. - ,,_,, 
\ 

STATE ARCHIVIST 

/._ ;1 ' ~'"2?"/t-qd'~ 
0 ' 

SUPERSEDED



WASHIHGT iTATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE' RCW 40.14.070 & WAC 414-24.050 

SCHED50~7~MBER 1 ToTL01sTRICT PERSONNEL SERVICES - GENERAL 
DATE 

MARCH 1976 I PAGE 2 OF 5 PA 

'J;,M RECORDS SER1ES TITLE AND DESCRIPTION CLASS DISTRIBUTION MINl~~~EA::.~~VEO DISPOSITION/REMARKS 

ri4;;;,:...+:-W::::O:;:R:-;:K~P:::ER=F:::O:-:RMAN:-;:::-;:C:-:E:-:;::EV;;A7':'LU:':A';"T;;::;"IO;::N:-;S~. ~U;;-s-e-d:;--f-;O::;F;;M-;-J-,l:-.-;D::;i;-s-:t-:r..,i:-c-;t-;P;-e-r'"'s-:o:::n-f7Wh;;--:;i.,;l,;;e;..:_;e::.:m~p~l;.:.o;_y:::e"°d-f-----""------_,;-----~" 

5, 

6. 

7, 

as a checklist by supervisors for nel Office 
evaluating employee work, quality, 2. Employee N/A 
work habits, interests, etc. 3. Supervisor 1 Year 

EMPLOYMENT REQUISITION. Prepared by OFM 
location or office where job is 
opened, goes to budget which ap-
proves hiring, then goes to Person-
nel for referral purposes, contains 
position specifications, special 
requirements, action and approval 
blocks, used by Personnel to select 
and refer qualified applicants. 

REFERRAL/RECOMMENDATION DOCUMENT. OFM 
List of qualified applicants by 
Personnel referred to requesting 
office and that office's recommenda­
tions in return. 

District Personnel 2 Years 
Office 

District Personnel 2 Years 

REQUEST FOR INTRA-DISTRICT TRANSFER 
Lists position requested, (subject, 
level, etc., for teachers), job 
title, location, summary justifica­
tion, resume' and training, quali­
fication, present assignment. 

OFM District Personnel 1 Year 
Office 

8. LETTERS OF RESIGNATION OFM District Personnel 7 Years 

' ' ) 

CHIEF EXAMINER OF MUNICIPAL CORPORA T tONS 

~ N_ ~'-. . ~ _/) c .............. "--< -{.__ K7 (. ...:...-- ·-'"7- ;<: ~-<" --<---

) 

- Filed ill individual personnel file 

. 

_) 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT
GENERAL RECORDS RETENTION SCHEDULE

REFERENCE, RCW 40. H.070 & WAC 414-24.050

SCHEDSD~7~MBER ·1 TOTLDISTRICT PERSONNEL SERVICES - GENERAL DATE IMARCH 1976 PAGE 3 OF 5 PA GES I

I
I.,
~
I

\

District Personnel 7 Years after
Office termination

EMPLOYEE HISTORY CARD. Provides a OFM
summary of employment, shows name 0

employee, certificate number, if
teacher, date service began, degree s)
issued, issuing institutions, retir ~

ment number, social security number
birthdate, teaching certificates,
issue and expiration dates, health
certificates and dates thereof,
places and dates of teaching employ
ment, experience, salaries, special
assignments, sucjects taken, credit

10.

1-'..~T~E_Mt:;;;;~:;:::;:;;;~;::;;:-;;:;:;,-;::;;:;:~:::::::-:~~=:-_-+-;~;4"7_~:::=~:::,:~~:",,:",:+;;"=',;:N~'M~U;;"~A;P~P~R;O~V=E"l:°~l-T""';~~~~;;;:':':;:;:':;:;:;;:;''''''''''''''''==''''''' ':
I'" RECORDS SERIES TITLE AND DESCRIPTION CLASS DiSTRIBUTION RETENTION DISPOSITION/REMARKS 1

9. PERSONNEL ACTION REQUEST and/or OFM 1. District Person Until terminati n If pay history card lS kept, otherwlse·
AUTHORIZATION FORM. Prepared by de- nelOffice of employment 7 years after termination of employment,
partment, school, individual, and 2. Requesting Until supersede I
sent to Personnel to initiate chang , Office .
i.e., change in job, location, posi 3. District Pay- Until supersede 1
tion, termination, resignation, etc roll Office 1
Shows name of employee, present I
status inclUding job title, school/
department, days, rate of pay,
first and last days worked, reason
for action. From this a Personnel
Action Authorization is issued by
Personnel to notify Payroll, reQues -
ing office and employee of action
taken by the Board of Directors.
(May be part of same form particu­
larly in· case of computerized recor
system)

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

•CHEDso~7~MBER I TITL~rsrRrcr PERSONNEL srnv1cEs _ GENERAL I PAGE 4 
DATE 

MARCH 1976 OF 5 
ITEM 
ND-

RECORDS SERIES TITLE AND DESCRIPTION CLASS 

10. EMPLOYEE HISTORY CARD (Continued) OFM 
and dates. Usually kept for certif· 
icated staff only, may contain some 
of same data as payroll history care 
if such is kept separately for 
Payroll. 

11. ABSENCE RECORD. Summary of absence• OFM 
by type, date, etc. 

12. SCHOOL EMPLOYEE HEALTH.CERTIFICATE. 
Received from County Health Depart­
ment as evidence that employee has 
passed T.B. exam. Shows employee 
name, X-Ray number, address and 
occupation 

OPR 

OFM 

DISTRIBUTION 
MINIMUM APPROVED 

RETENTION 

District Personnel 7 Years after 
Office termination 

District Personnel 7 Years 
Office 

DIS POSITION/REMARKS 

1. District Person 7 Years after ·Filed in individual personnel folder. 
nel Office termination of After termination may be transferred 

2. County Health 
Department 

employment or gaining district if employee transfer 
tmtil supersede· or re-employed elsewhere within 7 ye2 
5 Years unle.ss of termination 
test is positiv , 
then filed in 
patient chart 

13. REQUEST FOR PUBLIC RECORD. I-276 
compliance form for personnel and 
all other information reQuests. 
Lists information desired, purpose, 
whether for reading or copying, 
name and signatu~e of requestor, 
and organization represented. 

OFM District Personnel 1 Year 
Office 

May be filed with Assistant Superinte 
dent 

14. FORMER EMPLOYEES QUESTIONNAIRE. 
Suggestion box type of form, routed 
to management . 

) 

OFM District Personnel 1 Year 

( 
\. 

) ) 

SUPERSEDED
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WASHINGTON STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCW 40.14.070 & WAC 414-24-050 

rs~c~H~EF.0_S_D~~-l-~-Ma~E~"~IF.T~n~cF.D_I_S_T_R_I_C_T~P-E_R_S_O_N_N_E_L~S-E_R_V_I_C_E_S~-~G-E_N_E_RA~L~~~~~~~~~~~~....-~o~•~TMA:o-R-C-H~l-9_7_6~~~-.,.-IP-A-oE~-5~-o-F~5~-p-,-0~.: 

ITEM 
NO. 

RECOROS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION MINIMUM APPROVED 
RETENTION 

15. AUTHORITY TO WLTHHOLD PAYROLL OFM 1. District Person-1 School Year 
nel Office WARRANT. Prepared by authorizing 

department sent to Central· Office OFM 2. Central Office 1 School Year 
1 School Year as instruction and authority to 

withhold paycheck due to employees 
for failure to turn in keys, no X-
Ray, etc. Lists employee name, 
location, reason for withholding, 
who holds warrant, name of person 
releasing warrant and date, origi­
nating office, signature of request· 
ing officer and releasing officer. 

, 

3. Requesting De­
partment 

CHIEF EXAMINER OF MUNICIPAL CORPORATIONS 

c---... 
/L 

' 

- DISPOSITlON/REMARKS 

SUPERSEDED
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WASHINGl vo4 STATE SCHOOL DISTRICT 

GENERAL RECORDS RETENTION SCHEDULE 
REFERENCE, RCV/ 40.14.070 & WAC 414-24-050 

OF l F' SCHEDso: i~MBER I TITL~rsrRr cr PERSONNEL SERVICES - cLAssrnrn EMPLOYEES DATEMARCH 1976 I PAGE , 
~l_T_E_M-r-~~~~~,,,_~~~~~~~~~~~~~-.~~-.~~~~~~~~~~..,..~M~IN~l~M-U~M~A-P_P_R_O_V_E=D--j~~~~~~~~~~~d..~~~~...;.~~ ... 

NO. RECORDS SERIES TITLE AND DESCRIPTION CLASS DISTRIBUTION RETENTION DISPOSITION/REMARKS 

1. APPLICATION FORM. Lists applicant OFM District Personnel 1. Nonhired - 2 May be filed in Employees 1 Persmmel 

2. 

name, address, previous employers, 
education, personal data, birthdate, 
references, qualifications, skills, 
list of licenses, credentials, etc. 

CLASSIFIED EMPLOYEES "CONTRACT". 
Consideration notification, notes, 
date of board action, position 
filled, location, step and class; 
vacation days, base pay, total 
salary. 

3. APPLICATION FOR LEAVE 

Years Folder 
2. Hired - 7 
Years after 
termination of 
employment 

OFM 1. District Person 1 Year or until 

N/A 
nel Office 
Employee 

superseded 
N/A 

OFM 1. District Person- Until after 
nel Office or Pay- audit 
roll 

N/A Employee N/A 

May be used in lieu of Employee Chanb 
Notice 
Provided history card retains pertine 
data 

STATE ARCHIVIST FOWE ATTORNEY ,\GENED 

\~ - l . )~'--4_-"'-·~-----· 

~A 

~EXAMINER OF MUNICIPAL CORPORATIONS 

J lcr . ._,., _.·< /r-A2~ ~~--"' C(.----' _ b., i1 ~ _Af(i<f'~<;i_ 

\) (._ ) 

SUPERSEDED



ITJi:M 
NO 

1. 

( 

EVALUATION 

PRELIMINARIES 
Evaluation fequest or propos'!l! 
approval, et\!. 

2, SURVEYS 
Iµcludes irnvport:j,µg d'!\:il, 

3, FINAL REPORT 

, r. A t, c:n -~ 

.. , 

OF!1 

. OF!1 

' 

( 

) --

01sr~11·~T10~ 

Eva!ust!on 
Oriiiinatin!!o++:1.c. 

Evaluation , , 

.... 

Ey'!lll'!t:J.oµ .• . , 
Reqllest;J.ng off:l!!ll 
Central ;\.dmin·, · 

'· 

. ·-· ... ';' . --~-
flf H N Tl~ll .. 

lJµt;:iJ l"Va!uat:j.o 
flol!lPlet:e4. · ·· 

/:'; 
;!·year!! 

. ' 

-,._·' .: - _, '.:· . 
. ·/ 

!
. 

( 
. ; . 

·,, .. 
Cl~ T~ ·~ .. - .,~~0 •'.- •• --;.; ~---·· 

OC'J:, lQ82 

SUPERSEDED




